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Suggesticn Nos, 1376,1847, 1937
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Date of Suggestion: 26 May 1955

25X1A  \ gun & DD/P Division 1.0. GS-12

Date of Suggestions 14 July 1955 -
25X1A  \qan ﬂ 0/DCI, Cable Secretariat  Clerk GS-4

A, Summary of the suggestiona:

Suggesters pronosed procedures for handling "hot" teletyped
CS irnforwation reports.

'Bs Evaluation of the Congernsd Office:

Chief, Records Management Staff on 28 December 1956
stated the following.®

"Suggestion Noe. 1376, 1B47 and 1937 have all materially
sontributed to the vastly improved procedures vwhich are now
dn effect for hendling “hot" teletyped information reporis.
Thess new procedures and forms which wore instelled about
seven months ago have resulted in the complete elimination
of a1l follow-up CS Reporis to each FD (Praliminary Dis-
semination) Report("Hot® Informaticm Reports disseminated
in the most timely manner possibla, i.e., tsletype supple-
mented by a hard copy distribution) These procedurss amd
formas bave resulted in a minimum Proveabls savings of
375,000 during the first six months of operation, These
are pan houre savings only of DD/P reporte officer, typing
and editing persomnel. Many other savings are yot to bs
accounted for, sove of which go cutsids CIA into all of the
JAC Agencles. We have not yet determined the sxaet contri~
bution ratio for each suggestion in relation to the overall

- package of improfed procedures and forms., This can ba done
as goon a3 the complete savings have besn deterrined.v

Tt g ZERc Aol
C. Resommendntlion of the Executive Sscretary: ox- At w;,.;»?‘w
Io Appmmln ) | . j .
(1) Interim awerd of $100 for each suggestion ‘
- (2) Gtene—ghe SHe8 5901 -y e~6palilng them when ﬂ#’.&’
7 ?M-""” © - finel figures are available on {(a) total annusl o
Zw{fw"’? savings resulting from the suggestions (b) exact
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Suggestion Nos. 1376,1847, 1937
{Con®t)

NOTE:

The $150,000 annual fangible savings would hormelly represent
25X1A a totdl cr3h avard of $775. In this instance ws have Tecom-
mended trit the awards be kept low to allow for adjustments
when it .s poasible to determine the axact contribution of ®ach
suggest r and the final total tangible savings.
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Suggestions Nos. 1376, 1847, 1937

The $150,C00 annual savings was arrived at as follows:

25X1A . I p/c/RoM/DD/F on 17 May 1956 furnished us
an estimate of the man hours in each grade devoted each month
to producing CS Reports. His estimate was based on estimates
furnished by area divisions. The average work month was set
at 21 days to avoid fractions of days. :

2. Average production of CS Reports 1 January-30 April
1956 inclusive was 3,210. Average monthly PD production for
this period was 460, or about 14.3% of the CS production.

3. As all PD's are followed up by a CS report and under
the new TD system all CS follow-ups were cut out, initial
savings represented 14.3% of the monthly cost of CS Reports.

4. Initially, the *otal man hours and their costs spent
on CS Reporting were as follows in the January-April 1956

period.
MONTHLY
MAN HCURS BASE DOLLAR
GRADE PER_MOWTH HOURLY WAGE VALUE
15 134.4 $5.58 $ 749.95
14 264.3 4,96 310.92
13 701.4 4.32 3,030.04
12 2,07“—-8 3.64 7,552.27
11 3,454.5 3,07 10,605,31
9 5:594.4 2,62 14,657.32
8 142.8 2«39 341.29
7 2,5356.8 2.18 5,530.22
6 820.5 1.96 1,62%5.82
5 25192.4 1.76 3,858.62
4 1,516.2 1.64 2,486,586
3 720 1.53 —24.91
19,583.5* 51,973.23%
25X1A B :uooested that since this was an estimate that we

round it off to 19,600 hours. This is an 11.5 hours dif-
ference. We computed these 11.5 hours at the GS-9 hourly
rate of $2.62 and obtained an added cost of $30.13. This,
added to $51,973.23 gave us $52,003.36.
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4. The annual labor cost of CS Reporting {Reports
personnel--Headquarters only) is $52,003.36 x 12 months =
$624,040,32. Based on the original average monthly pro-
duction of 3,210 CS Reports, the average annual production
at the Januvary=-April 1956 rate was determined to be 38,520.

By dividing $624,040.32 by this figure (38,520) we established
an average labor cost per report of $16.20.

5, The new TD system has been in operation for over
6 months. The total volume of both--~total CS Reports and
the percentage of TD's have climbed. Foxr the June~-Noveber
1956 period, CS report production ranged from 3500-3%00 with
4,000 produced in November. The average for © months was 3750,
The TD percentage xanged from a low of 14.6% in July to 31.05
in November. Average percentage of TD's was 204%.

6. With an average monthly production of 3750 reports
the annual production has jumped from 38,500 to 45,000.
45,000 x $16.20 = $729,000.00--annual labor cost. 203%
of $729,000,00 is $149,44%5.00. We rounded this figure off
to $1%0,000.00 the base minimum annual savings, labor
only of reports personnel,

Chief, Forms Management Branch
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Date of Suggestion: 19 Mey 1955 (i}g"‘"‘)f*“ﬁ' — kB C“é..;;,_}i;/) -

~ $IA IRTERWAL USE ONLY

Suggestlon No. 1826

I  o:ficc of Perscunel Secretary Stenographer GS-6

A

B.

C.

Summery of the Suggestion:

Suggester proposed that & form be dsveloped which could be used
jnatead of the memo (in tripllcete) which is now used for requeating
peruission from Office of Security for attendance st outeide activi-
ties such a8 courses, conventions, ete.

iz}vahmtiom of the Conserned Offine:

On 27 December 1956, the Chief of %he Records Menegement Staft
stated the following:

#On the basis of the suggester’s reconmendation, thls Staff
developed Form No. 879, Cutside Activity Clearance Request. The
use of this form has besa approved by the Office of Security, and

Regulation w been revised to provide for the use of
this form in : s. Subject suggestion thevelore has been

edopted.
“When implemented to the fullest extent, this suggestion will

simplify the preparation of sbout 3,000 clearance requests amually.

In addition, the use of a form should sasure that requests apre eoa-
pleted properly and submitted through appropriate officlals. An
averd of $35 is therefore recompended based on intangible benefite
of & limited dogree applicable on & local basis.

Reccnmendation of the Executive Sesvetsry:

Ap%rcwaln Award of $35 based on intangible benefits {Aimited-
lozel ).

CIA INTERNAL USE ONLY
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CIA INTERRAL USE ORILY
Suggestion Fo. 1948

STATINTL Date of Suggestion: 19 July 1955

_ Office of TD/S Appointment Clerk GB-5

A. Summery of the Stmeétim:

Suggester peoposes that Fovis Nos. 570 (Request for Pre-employment
Medicel Exsnination and 259 (Medical Action Request and Repozt) be
printed and congtrusted in carbon interleaved snop-out sets,

B. Evalustion of the Comgerned Office:

See attached evaluation of Chief, Nlsuords Menagment Staff,
T Janusry 1957

C. Rescomenfation of the Executive Secmta_‘:gg_:
. Approval: Cash eward of $40. ($20 for tangible savings of $315.
plus $20 ror intangible savings--limited--slight). :

CIA INTERNAL USE ONLY
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! EVALUATION OF EMPLOYEE SUGGESTION e e
TO: EXECUTIVE SECRETARY, FROM: .
_INCENTIVE AWARDS COMMITTEE Chief, Records Management Staff

ACTION RECOMMENDED

ADOPT FOR USE. (DATE ADOPTED )

ALREADY IN EFFECT BUT THIS SUSGESTION MAKES ADDED CONTRISUTION, (SPRCIFY BELOW)
DISAFPROVED FOR ADOPTION,

ALREADY IN EFFECT AND NO PART'OF THIS SUSSESTION MAKES ADDED CONTRIBUTION,
REQUIRE FURTHER sTubY. (RXPECTRD DATE OF CONPLETION )
OTHER (SPECIFY BELOV)

REFER SUGGESTION TO

INDICATE ACTION
RECOMMENDED BY
PLACING ACTION.

N ® & s e -
. e e oo T

REASONS FOR RECOMMENDAT ION -

In order to guide the Incentive Awards Committee in making final determination, an analysis of the nntic'i:;oted
first year's savings and/or other benefits should be shown hers. If appliceble, indicate end explain below pro-
posed disposition of ssvings as (1) ellotment sevings, (2) increased output at same cost or (3) application of
resources sayed to some other necessary activity. If suggsstion contains intangible velue’, ‘such as morale,
safety, etc., please indicate the extent of the aras which you think the suggestion will affect, i.e.: the ime
mediate area, office-wide, Agency-wide. Attach additional sheet if more space:is needed.

Employee Suggestion # 1948 proposes that Forme No's. 570 and 259 be printed and
constructed in carbon interleaved snap-out sets. :

2. The Medical Office and the Records Management Staff are in complete accord that
th:e suggestion has merit and are taking the necessary steps to initiate complete
aioption ¢f the suggestion, '

%. Delay in evaluation of this suggestion has been due to the Medical Offices
indecisipn as to whether Form No: 259 will be a 5 or 6 part carbon interleaved
construction. In May 1956, Form No. 570 was converted to a carbon interleaved
snap-out .set construction frow & cut sheet forwm. Form No. 259 will be converted as
soon as formal request 18 received frou the Medical Office.

L, The procedure of stuffing carbons, jogging, inserting, slining, adjusting and
unshuffling carbons is quite time consuming. Approximately 192 hours & minutes can
be saved annually in typing through the use of carbon interleaved sets.of these (2)
two forms. Based on the salary of a GS-4 typist and a total of 30,000 sets to be
typed, 192 hours of the typists time can be saved amounting to $315.04 annually,
The attached paper depicts the wethod which was used to arrive at this savings.

5. Although the tangible savings are comperatively small, Lhe use of the interleave
carbon sets will contribute appreciably to the worale of the office, It is recommen

that the suggester be considered for an award based on the tangible savings and the
Tixited 1ntangible benefits. ‘

. If at the time Medical Office submits their request for converting Form No. 259,

it 1s deterwined that the savings will be greater than what has been depicted in

1.

this evaluation, a supplemental evaluation will be subwitted, recommending an additidna?

award.

D CONTINUED ON ATTACHED SHEET

GATE T e "STONAYURE OF TIVALUAYTNG OFFTCTAL (TFpe naad aAd TITIF)
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CYA INTERNAL USE ONLY
Suggestion No., 2184
Date of Suggestion: 21 Desember 1955
STATINTL  pESE O:fice of Commnications  Dep. Chief GS-14

A, Summaxy cf the Suggestion:

Faceimne
Suggester proposee a method whereby pouch material may
be transmitted through the open mails, '

B, Evaluation of ths Comcerned Office:

STATINTL I c::iof Conrunications Security
Divislon stated that in his opinion a need exists for such
a system. The big problem is to engineer equipment that
would be small enough and sasy shough to operate go that
the rore inaceessible and awall stations could use it.
The research and development to determine feasibility
of such 2 system could take several yesrs,

SAS

A% the present time the Office of Comrunicaticns has the
suggestion and its evaluation. They plan to determine if g
nead axists in CIA before gsoending the idea to NSA for re-
senrch and developrent. OC will keep the SAS informed as
to £final disposition.

€. Recormendstion of the Executive Secretary: |

Ve, |
Because of the lengthy processing pericd involved m \§
(several years) we pmposg ths following: oK %,/&/

1. letter of appreciation to Buggester, o
2, Cl Suggestion No. 2184 on our reccrds,
gubject to re-opening when final dispoaition
Mxr"‘” of suggestion is determined,

X
ATINTL ’
ST e
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